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From War to Peace 
and the 


Demands of Commerce 








War demanded of the Underwood factory, 
the largest in the world, over 100,000 type- 
writers for the use of the United States and its 
allies. That we were able to supply this de- 
mand is a bright page in our history of success. 


Peace now recalls us to the needs of the 
public to which we owe our thanks, not 
only for its continued endorsement, of our 
product, but for the patriotic patience it has 
shown during the period when all Underwoods 
were devoted to the necessities of war. 
Underwood typewriters are again 
available to the commercial world 


UNDERWOOD TYPEWRITER CO. 


Incorporated 
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WANTED—Railway Mail Clerks 
Average $117 Month 


Hundreds Needed a 
Life ~ 
Exa 


» 
FS eae 


*" Franklin Institute 
Dept. L158, Rochester, N. Y. 


without charee 
Railway Mail Clerk 
questions 2 ached 
of all U. 8. G 

ing examinations 3) list of 
pen to men and 
acribing then 


Sirs: Send me 


Sure Pay, 
Job. Pull 


Unneces- 


sample 
ination 
»wing places 


other government jobs now « 
“ en, and (4) free hook de 


sary. 





RHYTHM DRILLS 


are positively essential to the best 


Teaching of Touch Typewriting 
You know that as well as I do This is to tell y« 
you can get a copy of my second edition for 
examination for 10c 
Cc. L. MICHAEL 


Phoenix, Arizona 


mu that 


High School 








A GOOD POSITION 


with UNCLE SAM is most desirable. Life positions, 
pleasant surroundings, good pay, steady work, short 
hours, promotions on merit Both sexes. No politi 





cal pull Thousands of appointments yearly. Most 
thorough preparation $5. Returned if not appointed 
Full information and questions used by the Civil 
Service Commission free 


AMERICAN CIVIL SERVICE SCHOOL, WASHINGTON. D. C. i 








REID COPYHOLDER 


Million in use. Saves 
your eyes and back. 
Makes easier, quicker 
and neater work, 

Other models attach to 
typewriter at side or 
back. Write for prices. 


A. B. REID & CO., 
211 Davison Ave., 
Detroit - Mich. 
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CLASS PINS 


Tell me what you need and let me 
you what I have done for others. I 
clalize on pins, medals, pennants, and trophies 
of all kinds, beautifully designed and of the 
highest quality. Reasonable prices Illustrated 
catalogue and prices sent on request 

JCHN RITCHIE 
111 Fifth Avenue, New York City. 
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spe 








Watch your wrapper for the expira- 
tion date of your subscription. 
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HE PENCIL QUILL, as its 

name indicates, writes like 
an ink pencil, making a uniform 
light line which is so essential 
in writing good Gregg 
Shorthand. 


The pen nib is so con- 
structed that the body of 
the pen springs, relieves 
the nibs, and prevents 
spreading as is the case 
with the ordinary foun- 
tain pen, and compen- 
sating for the varying 
pressure of the hand in 
writing, makes a line 
beautiful in its regu- 
larity of width and 
weight. 


The Pencil 

Quill was in- 
vented by a sten- 
ographer for 

a stenographer 

It writes at a touch 

so easily as not to 
tire the hand in 
long sustained use. 
It is so constructed 
that it makes an even 
unbroken line that 
is a source of never- 
failing joy to the writer 


of Gregg 





“The medium pen which 

I ordered a short time ago 
is very satisfactory; in fact 
it is by far the best fountain 
pen that I have ever found. 


W. H. PORTERFIELD 
Norfolk & Western R. Co.” 


The Pencil Quill is made in fine, medium 
and coarse points. Self-filling pen with screw 
cap, $2.50. 

Try this Pencil Quill for two weeks. if you 
are not satisfied with it, return to us and your 
money will be refunded. 


Byers & Hayes Company 


Incorporated 


68 Barclay Street 
NEW YORK 











when answering advertisements. 
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The Use of Shorthand in Flying 
How the ‘‘Winged Art’ is Practiced in the Air 


By Leo A. Smith, Formerly First Lieutenant, Aerial Observer, Air Service, U.S. A. 


“™ TATISTICS are not ; tlable, b it is ack information of everything 
Ss a ul thé I irman who tl a milita iracter One othcer, 
4 shorthand mplovs it ; a medio bserver and a trifle rusty in his 
rtl und, made 
experiment of writi 
is well as the his observations 
ra tical thing to do shorthand 

Che impressions brought back al 
mtained in this ar most three times as 
le are from. the much information 
riter's personal ‘ as any ol the 
eriences he other men When 
nclusions 1e the group finished 
rial obs : school, this observer 
iends who fell back wisely was sent to a 
1 shorthand to make long distance recon 


ore effective thei naissance squadron, 


wk in the air during where his shorthand 


he war. A time lim knowledge would be 





naturally forced ’ of the greatest valuc 
hem to do so. One : to the service. 
I these filving > In the alr, things 
rs resurrected hi , » happen so quickly 
orthand characters that only the trained 
iter years ¢ isu aviator who can set 
nd made _ splendid down his’ observa 
se of them tions with speed can 
i which hope to record mor 
than half of what he 
may se Few peo] le 
Lieut. Leo A. Smith realize how much can 
be; seen from the au 


, all flyers who could write An object stays in vi a long time, 
horthand were earnestly urged to use it but there are so many interesting things 


hose unacquainted with the art were advised to see and to make notes on that, to be 


» make arbitrary signs for the few oft-re certain of describing them all, shorthand 
eated words, such as train, battery, and is the only efficient method to employ. The 
that daily appeared in the official writer has often wondered how a typewriter 
[his suggestion in itself shows the would work out in a plane, but so far. has 
orthand to observers on wat heard n t f one ever having been 

used 
ad inced ierial ol servation school In hattle, morte than in tra . shorthand 


veral machines were sent out on a cross comes as a godsend. In training, a flyer 





untry flight, the observers being instructed watches the ground about seven-tenths of the 
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time ind tl ot tl if I spends in 


looking {i yither planes ie front the 


order wa \ . ; ree entns sl fhiced for 


1 


The remainder of the 


outwit the ‘“‘ar 
and looking for 
enemy , 


had to sandwich in hi 1 di vel 


the infantry. 

all \viators 

the alr, and bei! £ 

air disturbances attendant to 

uld stand but an hour 

But into that hour 

lf were \ more action, and the 

for obtaining more useful infor 

could be secured in a month be 

I Sometimes the airmen wert 

compelled down through their own 

bart ive to } information desired. The 

ql icker they obtained it, the better chance 

ad of being able to tell about it. he 

kind of work who has with him a 

server is thrice blessed It 

relieves rain from him, because he 

knows ybserver is ti the informa 
tine 

Sonn 

knees 
Their 


notes, 


seventh 
hye difficulties of writing leet and 
sho ild know some ot thousand 


\n airplane d ‘spirin 


imagine 


trom the 


Knowi! 
and whic! 


imagine 





X 


p alternat 


eal tl 

are 

kinder- 

shorthand after it 
argumen 


certaini 


ind notes seem 


how 
Writing is an 


Besides, 


writing again 
airsickness. 
write at 


at you may 


ind twenty mile S$ an 


ven 


~ 


Phere on 


balloons and 


is little ina 


; " 
iret 


balloons 


py 


rinanda 


S 


O ¢ 
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is nothing mort 


kening tl 1 capti alloon when she 


All the 


sl 
town and country 


| itches 


are wafted oon, the gentlest 
i myriads of im 


added to 


need 


it, 


pressions coming ar are 


those the ey ¢ per Surely you 
shorthand to recor 
many that the 


It may seem re 


ave been gleaned 
The 
applicable 
In fact, 
e more easily employed in commer 


The re 


in map-making, 


of short 


ust 


ind in this wa. as 


to peact 


time as to war-time flying short 


' 


hand can | 


cial aviation, or in pure “joy-riding.”’ 
field for it 


held of ¢ xpl 


will 


] ; 
a distin 


should be 


ration, 


or in the 


Air navigation ventually arrive 


the end of the next 


the 


at 


“boss 1s 


going 


be in a hurry is plane to Havana, 


and you may § ince to go down with 
taking h 


turning on the 


him, on en route and r 


lane that night to trans 


Phe 


but VOU ix 


next 
day is undoubte dly 


tl 


scribe your notes 


when it 


‘ boss 


coming, 


{ New: Jerse 
and Matter. He 


sance of flying ap 


1) his own words, 
which proved to be 
Lynd Boise 


they both wrot« 


ot 


Mihiel operation, I 
Hu and met ié 
whether Lynd wrots 

imber one of tl 


wit 


Progress 
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Aesop’s Fables 


The Jackdaw and the Pigeons 


The Young Thief and His Mother 

















PHI 





Stenographers and Typists Wanted for the 
Government Service 


rpwveERi een to be 1 sion in 
irters that 1 w ti t the wal 

is he de nd for stenographers 
ernment service has ceased to 

Phe United States Civil Service 

n is sending out a circular stating 

vill always be a demand for 





( 
De 
SOW 
ré 
] 

; 
¢ 
4 
5 
i 


R 


I 





ers and ty Washington, 


two hundred eligibles a 


musts in 


month are 


fill vacancies which normally 
force so large Wi are glad to 
from the circular 
standing the fact that the Gov 


»W empl rvs about 20,000 stenog 


Washington, the Civil 


nd typists in 


ission has calls for eligibles 
il hundred permanent positions in 
tr number of eligibles availabk 
rtment of Agriculture pays basi 
iries for stenographers ranging 
to $1,200, usually the latter, de 
pon the ability of the appointee, 
$900 to $1,100 per annum for typists 
law, the bonus of $20 per month, 
1 by Congress for the current fiscal 
be granted upon certification by 
iry of Agriculture that the ability 
lincations of the employee justify 
n I mployees are required to ren 
ictory service in the Department 
| of at least thirty days before cer 
is recommended by the chief of the 
which they are ¢ mployed | nless 
e adjusted in the meantime, it seems 
that the increase will continue be- 
e 30, 1920, depending, of course, 
iction olf Congress 
tal city offers many inducements 
e matter of salaries. For one who 
ed, the opportunities for study after 
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othce hours are excellent Merely living at the 
seat of government has an educational value 
rhe physical attractions of the city and its 
environs are too we known to need com 
ment 

The circular then goes on to give the 
advantages of living in Washington, and 


states that the housing problem, which 
was a serious one in war time, does 
not now exist Che working hours are from 
9:00 to 4:30; half holidays on Saturday dur 
ing the summer mor ths; thirty days leave 
with pay 

The Civil Service Commission holds ex 
aminations for stenographers and typists in 
five hundred cities throughout the country 
every Tuesday It will announce a special 
examination to be held in any other city if 
there is prospect of assembling a class of as 
many as five competitors. Full information 
regarding examinations, and application 
blanks, may be obtained from the secretary 


of the local board of civil service examiners at 
the post office or customhouse in any of 3,000 
cities of the United States, or by writing to 
the Civil Service Commission at Washington 
The examinations are entirely practical, and 
are such that they should be passed without 
difficulty by competent stenographers and 
typists. 

Owing to the shortage of eligibles, exam 
ination papers are rated without delay, and 
all who qualify are certified for appoint ment 


Full information can be obtained by writ 


ing to the United States Civil Service Com 
Washington, D. C 

[For the benefit who 
examinations, we are 
test (see page 124) a sample 
draft copy given in a cir 
Civil Service Comr 


mission, 


may be interested in these 
for this month's Senior O. A. T 
l lictation exer l 


and 
eived from 


of those 





rough 
the 


ise 
, 


ar rex recently 


nission 


oO? 


SWEM’S 


resident's 


work 


speec he Ss 


in reporting the 
constantly at- 


tracts attention, and the newspaper 


pondents mention it frequently. The 
Times’ correspondent, in his re 

? September 9, says 

; 

: the hardest working members of 
7 ‘resident’s party is Charles I Swem, 
Wilson's personal stenographer, who 
es single-handed the-* official transcript 
President's addresses As soon as an 


he transcribes it direct 


omple te d, 





Swem’s Speed Always Attracts Attention 


ly on the stencil of a mimeograph machine 
on board the train, so that official copies of 


the text may be without delay 


The Des Motne 


avail ible 


Register refers to Mr 


Swem as “official stenographer, who is fast 
as chain lightning, and takes down all the 
President’s impromptu speeches.” 

Still another paper says: 

Some of you stenogs may think you're 


speedy, but you'll hide your heads if you meet 
Charles L. Swem, the President's personal 
stenographer. He takes stenographic reports 
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of all the executive’s speeches, and news 
paper men say he is a whirlwind Mime 
graph copies of his transcribed notes are made 


aboard the train, in the club car. 


s always g a prominent 
Mr. Swem is always given a prominet 


place near the President—as some of our 
readers doubtless know from having seen him 
i In fact, the official order 


all luncheons or dinners the Presi 


in the ‘“movies.”’ 
is that at 
dent’s stenographer, Mr. Swem, should be 
at a table close up to Mr. Wilson and that 


at all speaking places he should have a seat 


or table “not more than ten feet from the 
President.”’ 
It is not generally known that Mr. Swem 


is a rapid typist also. He transcribes 
his notes at the rate « ninety 


| eighty or 


words a minute. This is a feature of his 


work that always attracts the attention of 


ood 


38 3 a a A a a a a a a a a 9 A a a A a a a A a a a a a a we 
\ National Creed 

I believe in the United States of America as a Government 
of the people, by the people, for the people; whose just powers 
are derived from the consent of the governed; a 
a Republic; a Sovereign Nation of many 
one and inseparable; 
equalily, 
which American patriots sacrificed their lives and fortunes. 

I therefore believe it is my duty to my Country to love i; lo 
support its Constitution; to obey its laws; to respect its Flag; and 


Union, 
of freedom, 


perfect 
principles 


lo defend it against all enemies. 


ete ee ee ee ee ee ee ee ee ee 


” WR. HENRY STERLING CHAPIN, 
Vi of New York, conceived the idea 

of the nation-wide contest for the 
writing of a National Creed which 
be the briefest possible summary of American 
political faith. 1917 the 
was announced at a representative gathering 
of American and 
\ little 
of the city of 
$1,000 for the winning creed. 


should 


Early in contest 
editors 

behalf 
a prize of 


artists, 
Preston, on 
offered 
Che Committee 
Matthew Page 
Garland, 


authors, 
Mayor 


Baltimore, 


later, 


on Award was made up of 
\ndrews, Irvin S. Cobb, Hamlin 
Ellen Glasgow, Julian Street, Booth Tarking- 
Charles Towne. The 
competitor William Tyler 
Page, Clerk of the National House of Rep- 
Page is a lineal descend- 


ton, and Hanson 


was 


successful 


resentatives. Mr. 
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FOR 


newspaper whi ‘ e machine the 
selves and appreciate what speed is I} 
can't tell so m h about the shorthand sper 
very few newspaper correspondents wri 
shorthand, much to their regret—exc: 


that they k1 n gets every word of it 
ad any rting expe 


Anyone who has h 
rience knows wh ta job Mr. Swem has. ; 


rep 


as it is done under pressure a 


A large number of mime 
mad 


do the work 
‘‘single-handed 
graphed copik S of Cat h address must be 


1 


immediately, er men can hav 


their 


so that newspay 


report 


copies trom which to prepare 


taking extracts from the speech and comment 
ing on it. These reports must be on the wires 
in time for the morning papers, or, if the ad 


dress is rah en in tne 
Speed, therefore, is an element 


has to be given constant consideratik 


morning, for the after 
noon papers 
that 


“ 


‘ee 


Democracy in 
Sovereign States; a 

upon those 
humanity for 


established 


justice, and 


William Tyler Page. 


ant of Carter Braxton, one of the signers 
of the Declaration of Independence, W 
born in Frederi Marvland, the birthplac 
of Francis Scott and was educated 
schools of Baltimore, in 
1814 Key wrote the natior 
anthem. On April 3, 1918, in the off 
building of the House of Representatives 
the award was publicly announced. TI 
Creed was a epted by the Speake r of tl 
House in the name of the American peop! 
As soon as he received his $1,000 of pri 
Page 
ind purchased a 


1 An 


Ke Y, 
the public wh 


harbor in 


money, Mr went to the steps of 
Capitol 


Liberty bon 


thousand-dol 


account of these pr 


ceedings and the Creed, which is giv 
above, were published in the Congresston 


Record of April 13 
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Public Speaking—l 
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Public Speaking—II 
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4 : A Department of Assistance for the Shorthand Learner and Others 

H Conducted by John Robert Gregg, 77 Madison Ave., New York City 
H Its purpose is to make easier and more pleasant the road to shorthand skill The editor 
? invites correspondence and contributions from teachers as well as from learners 








ee ee 


How to Perfect Your Shorthand 


TITH a thorough mastery of the prin- others’ mistakes. Effort should be bent con- 































ciples presented in the drills in stantly toward improving your shorthand. 
this number of the magazine, you No matter how much you study the princi 
ve at your command thé important ples, you will find for a long time that some 
l-building principles of the system. of your outlines differ from those in the text 


bly ninety per cent of the words you book, for the reason that you have learned 


e will be constructed in accordance some principle imperfectly or have forgotten 


ee ee ee ee re 


these principles. You will therefore to apply it altogether. 

ciate the necessity of knowing these 

iples from a to z—ba kwards and for- CRITICIZE YOUR NOTES CAREFULLY, 
rds and in all combinations. BUT WHILE READING, NOT 
WHILE WRITING 


\\ 


With the principles presented, you can write 





but about ten per cent ol them A good way to periect your writing is to 
ld not be written in the briefest and best be very critical of it in the reading. Any 
You cannot neglect that ten per cent, outline that you are in doubt about should be 


se it is essential to the highest speed and = analyzed very carefully, the dictionary con 





racy It is also necessary to standard sulted if necessary, the correct outline found 

your writing so that others as well as your- and practiced many times until it becomes 

an read what you have written. That a4 permanent addition to your vocabulary. 

ld be one of the aims of every good The easiest way to do this is simply to place 
grapher—to write so well that his notes 4 circle around each incorrect or doubtful 

be transcribed by others if necessary. outline as vou read. and afterwards assemble 

these for special study Outlines should 

i, WRITE BY PRINCIPLE never be corrected while writing. The cor 
ra The only way that this can be done su recting should be done while reading. The 
. fully is by writing according to principle, reason for this is that in taking dictation the 
| 4 ng all of the material of the system exactly aim should be to make the work continuous, 
| bresented in your textbook. and any interruption in the flow of writing 
i One good way for students to learn whether to change outlines is fatal to speed The 
they are writing standardized short- abit of correcting outlines while taking 


d is to exchange notebooks with some of dictation, if formed early, may prove a 


fellow students, and each point out the very serious obstacle to attaining speed 


. 
; Oo 
Notes on the Drills 


ie: 


. DRILL 1X 

' e words presented in this drill form one fifty per cent of all written and spoken mat 
€ most important classes of words, from ter. It goes without saying that they should 
viewpoint of the stenographer. The be perfectly memorized, and the writing difh 


ly 


l-signs of the system comprise more than culties, if any, entirely overcome. For the 
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Graded Letters—Lessons IX-XII 
























Not it i wha writing, tor the! er vou can accurately write 
ill epresented > ‘ the word-signs the 1 e time you will have to 
i ‘ cst . d as Ou ck rte te tne other W ds \s wi 1-signs 
rd N 1 ir picture eu i | : , ion ol ll the words 
4 l ( e tink writ therefore see that great 
o ( ding th SKI in ¢ c ese increases your total 
‘ i writ speed 
i ( 0 l l » | ‘ ‘ eC we d sion for Pe re 
| | 7 
mG US di ver ef It is a shorthand axiom 
a © U ‘ rau it the briel make a form, the more 
' ell ite it 1 t be to be quik ky legible 
g ' 5 ead vo Wi ds repre ented | ing charactet , such 
iat s Ww 1 SSIS ; . for, 1 ! ; : and so on, if not 
‘zi | imple re ‘ iratelvy written, become illegible because 
é ; nu here is so little to give ua clue Words 
! on. It ncing li correct, ereat have distinctive forms 
! es ¢ ! ut the if written wit degree of accurat but 
’ 7” , 
‘ e wor Some mle 1 ey can all very easily degenerate into prac 
slor rol ' c 1 , 
eTiny Mar W “SIRS, a tically the same « ine if the writer does not 
, ] . 1 
51 dq master their executior An analysis of the 
by rem ering e sign tha notes of rapid writer nd their transcripts, 
; eer , i : , : 
. el sound ins ‘ shows that by far the greatest number of 
: e eliminated ihe sound of a errors are made on the simple, frequently 
I is represented Dy a CITCK recurring words. Their notes invariably show 
NOOK Ii word-signs that the execution of these has been neglected 
’ f 1 W \ 1) hat the words o rred so frequently that 
ssisted ing the tact that m their very familiarity bred contempt 
the ¢ iy e togethe while 1 
. el f s the # By discov Method of Learning the Word-signs 
ferences like these in word-signs, Mr Bernard DeBear, the well-known 
il] .. SSI ted materi lly Enelist reporter. ind teacher, gives the fol 
One of e difl Iti that many learners lowing valuablk ethod of learning the word 
| ill ‘ iM whicl Signs 
UN 1 oso nd , , ' , , 
es ( WOTrG-SsIRNS aha Take ad e sheet of foolscap and fold 
‘ Vi can vé easi help this it over into folds which will give about twelve 
awe theses o ‘cles and divisions in all. Copy from the textbook 
' - , itly and carefully the signs you are about 
vyord-siens, Wri g r rms : : 
' to learn, one on each line Having thus filled 
Ing er Phe list Of W rd Signs the first col imn, ¢ lose the book and end ivor 
it is a com] irativels simple it once from memory to transcribe into long 
ese to vour vocal . hand in column two The words having 
; } } only just been « pied, this should prove no 
M a-Si ire acrivea ’ : , : 
aimcuit task; |! t any blanks should be filled 
e execution OF these n from the key and underlined, to denote 
es neglected It seems such a that the signs were not remembered This 
1 ite e primar cl iracters d ne, fold un ler ( y| imn one so as to le ave 
. prt Sesbees ache < . : : 
‘ , seal ’ , only the longhand words in column two 
é y students do not pay ; , 
ower . visible, and transcribe those into shorthand 
ae » learning . in column three, so nearly as the memory 


will 





allow saps can now be filled in from 
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Drill IX Drill X 


Sentences Words 





Sentences 





Sie 


Re Pd 








PHI 





wrk h, howe ver, should not be 





) til the atte mpt has been made 
gh the entire list Then re 
js the shorthand lines on column four 
t he end shorthand into long 
versa It may be guaranteed 
‘ e the twelve columns have 
ed in the manner indicated, that 
et of words or phrases will have 
iworoughly mastered.”’ 
‘ 1ickest ways of learning the 
ifter the preceding method has 
3 » give you a fair working knowl- 


em, is to use them in sentences 


the following, and make up some 


; ' 
CS i your own 


Sentences 


Employing Word-signs 


A siness will occupy most of his time 


attention 


ee a ee 


receive the form letter from the 





3 G 7 
{ lat ~— 1 
i date on the check your firm sent 
é organizationr 
‘ istom to inclose an invoice with 
a ever order 
shown a friendly spirit in many 
llect data about that industry for 


in the business 
issist our young friend, we shall 
glad, as he will devote his time to 


vovernment’s 
it you cannot represent this society 


future use 


business 


thcially 
teach the principles of the system 
well, and this will lead to important 


provements in the early work 
h time and attention do you devot« 
this word list? 
will the books be published and bound? 
not go to the house before I receive 
ur reply. 
at his particular lack of care in that 


regard 


not return the correspondence until 


without health gives small satisfac- 


ill on these gentlemen in regard 
t he ? 


invoices yesterday: 
» you wish us to deliver the car? 


ee ee as 





luplicate that particular record at 
us time 
i surance corporation had large capital 
; ehind it, 
E e greatly to your advantage to make 
s acquaintance immediately. 
ge would not accord him a hearing, 
; great consideration was given to 


S Strange appeal. 
k his cares lightly, and his spirit was 
lifferent throughout the speech. 

1 improve the quality of your work 
hrough a different organization 
it soon appoint a new 


lishing firm 


agent for the 
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I must ask you to accept a draft for the value 
of the car 
You will surely win if you keep a defin ‘ 
in view and devote enough time to the 
Caunm 
Mr. Barnes will speak in behalf of that 
ganizatior it tin ulroad meeting 
to-morrow 
rhe principal will hel to deter e what 
course to take during the next session 
Your acceptance of this trust will be a favor 
that will be thoroughly valued 
his will surely influence newspaper opinior 
and its affect on industry and educa 
tion will be i: ediat« 
DRILL X 
The compounds i is drill are a mere 


extension of the word 
ceding drill 
the same way as the former. 
We 
ol poorly 


trained students trying to write such 


of word-signs are also very important 
have often watched the str 


Ivvies 


ce riva 


tives as experienced, lier, iwciosure, et 


f ] 


when they were perfectly acquainted with the 
primary word, but had not taken the pains to 


learn even the derivatives 


The 
the 
limited number of words 


common 


abbreviating principle illustrated in 


drill is important for a comparatively 
Its great advantage 
to the average writer comes in enabling him 
brief and legible 


to construct wonderfully 


outlines for a words which would 


group ol 


otherwise be written in unnecessarily long 
form 

The suffixes to be taken up later provide 
brief outlines for all words with regular end 
precedence ove! 

rhis 
fully, 
when 
For the 


will do well to master 


ings, and these should tak« 
the 
will be 


abbreviating principl feature 


touched upon 


follow, 


more however, 
and 
the 
the ‘Exercise 
the 
one hundred 


in an article to prefixes 


suffixes are discussed present, 
student 
on the Abbreviating Principle” given in 
textbook, comprising al 
words. This list, 1 
ones in paragraphs 68 and 98, give a good 
the that can 
be written under this principle. As a matter 
of fact, the 


tains but 311 words out of nearly 


wut 
wether with the short 


working nucleus for all words 
rthand dictionary 
17,000 that 
But 


importance 


entire shi con 
come under the abbreviating principle 
this fact 
Moreover, the 


does not lessen its 


principle is flexible and extra 


ordinarily easy of application 
The abbreviations for the days and months 


follow generally the ordinary longhand 
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Drill XI Drill X11 


Words i ords 





Sentences Sentences 

















lifferel 


two ¢ 


vowels. | irst, 









those that come under definite rules, as in 
the illustrations mentioned, and, second, 
those t] it le ive the omission ot the vowels 


to the judgement of the writer—with definite 


uggestions for strengthening his judgment. 
of all the examples given will show 
that in each case the omission of the vowel 
does not in the least reduce the legibility 
But it should be understood that the rules for 
the omission of vowels do not constitute a 
wholesale license for the prohibition of vowel 
representatior When you are in the least 
doubt about the omission of a vowel—put 
tin. Vowels are connectives, and you make 
no mistake to use them as such, but there 
burdening your writing with char 
ters that do not distinctly add to the 
Your first rule, 


e ak icy first. Here is a good list of words 


however, should 
to add to your permanent vocabulary. 
Constructive Exercise 


Write the 
the principles in Drill xr: 


following words coming under 


genuine, theory, virtue, 
run, come, round, found, sunk, punish, 


Continue . 


front, sound, astound announce, ce 


PROFESSOR in a western university 
once asked his senior 
classes to list any superstitions or say 


junior and 


were inclined to believe. 
men- 


ings which they 
Among those submitted 
finding of a four-leaf clover as 
good luck. Whether we believe that finding 
a four-leaf clover is good luck or not, many 
of us are willing to pluck one when found. 


were some 


tioning the 






Four-leaf clovers do not represent good luck, 
vet, in the ordinary sense of good luck, one 
who passes a clover patch and instantly ob- 


serves clovers with four petals is, without 


question, “lucky He is fortunate in having 
such a keen sense of observation, or such 
efficient eyes. as to be able to detect irregu 
larities instantly 

There are some peopl trving to break into 
the business world to-day who could not see a 


four-leaf clover if there were fifty in a space 


There are so called 





stenog 


a OO square 
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pend, revise, begun, respond, resource, 
betray, begin, leserve, decision, dis 
charge, misguide, misplace, mislead, pet 


haps, permit, proless, Manage, message, 


cartage, truckage, baggag bgj, to dis 
tinguish fror package package, aver 
age, crush, brush, rush, _ resalution, 
dictation, agitation, hesitation, edition, 
addition, foundation, determination, 
occur, open, bad, admit, fact, best, mind, 
defect, insist, resist, desist, old, field, 
building, currency, career, equal, a 
| 


curacy, happen, formal, mental, actual, 
mutual, picture, creature, feature, ven 
ture, failure, 
past, hardest, deduct, resident, presi 
dent, evident, exact, consist, deman 
bold, sold, hold, fold, cold, child, process, 
contact, detect 


When you have 


go back over it and see if you can recall th 


» precious, 


} 


finished writing the list, 


rule or rules that control the writing of ea¢ 
word. 


The omission of consonants is governed 


by definite rules, and is so clearly stated 


that nothing more need be said about it 
They harmonize perfectly with the ordinarn 
careless pronunciation—as min’ for min 


bes tor best, ete 


Is Finding a Four-Leaf Clover Good Luck? 


raphers who can read a letter containing hal! 
a dozen errors two or three times and yet say 
“What's wrong with this letter?"” That is 
why they often wonder, “When will m 
salary be ink re ased ?”’ 

Observation has a commercial value. Art 
executive has not the time to check thi 
accuracy of spelling and typing in letters 
that is the stenographer’s job. Yet he wants 
his business to be properly represented 
through his correspondence, and is willis 
to pay the stenographer well who can prod 
work of such character 

Observation is all a matter of training. | 
your vision is all right or can be corrected b 
properly fitted glasses, there is no excus* 
for not being able to find four-leaf clover 
or to detect other irregulariti s. Your eve 
are two of the best servants you have. Ar 
Make your servants efficiet 


Hannibal, Mo 


you master?’ 
Garldon G Owens, 


u 
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eOGaA. 


Devoted to the Development of Artistry in Shorthand Writing 


Conducted by Guy S. Fry, 631 S. Wabash Ave., Chicago, I1l. 





Department 





+ 
? 
. 


This Department is the 


official mouthpiece of the 
Oo. GLA rhe purpose of the 
organization is to encourage 


the development of skillful 
shorthand writing. Member 
ship is granted to those whose 
notes show artistic merit 





E M BLEM How to Become a or aggmene* 
q Practice the test article unti 
of the you secure two copies that 
Order represent your best work 

Mail one of these to the 

editor of the department and retain the other for com 
" von with the published plate. If the specimen 
sent us reaches the required standard, a membership 


tata tia tata ti hte ee ee ee ee ee 


certificate will be sent you. Otherwise your work will 
be returned with suggestions and criticisms and you 
may try again 
correct in theory, accurate in proportion and execu 
tion, free in movement. 


lo secure approval notes must be 


A Certificate of Superior Merit is awarded to 
those whose notes are of superior excellence This is 
the highest credential awarded for artistic shorthand 
writing. It will be issued in connection with the 
membership certificate to those whose notes warrant 
it. Members may become candidates for the Certy/ 

cale of Superior Merit A circular about this certifi 
cate and how to secure it will be sent on request 


Examination Fees: An examination fee of ten 
cents must eccompany each specimen submitted, 








Doing Things Just Right 


know who is the rarest and the 
It isn’t 
the extra bright person, though quick 


Oo Yo! 


ost to be desired employee? 


tion and ready grasp of conditions and 
trons call ior great appre iation by 
sy man. Nor is it the very rapid 


even though ability to maintain 
speed in case of necessity has a decided 
Nor it isn’t the 


is indispensable, even though your 


cheerful blunderer 


disposition will make you friends, 
r employer will be among them. 
ire a lot of good qualities you can 
ind all of them will be appreciated by 
employer and make you valuable to 
But if you want to be a real “blue 
em] lovee, someone that the boss will 
e simply can’t get along without, here 
to do it—just establish the reputa 


} things qust right 
vhile ago I read an article credited to 


na Magazine, reflecting some 

ssed business man's realization of the 
ce of getting things right. Here it is: 
ness man always pays the penalty 


e makes a mistake 

nishment is qui k, and there are no 
led sentences 
s an essential difference between the 


s man and the professional man 





\ doctor S must ikes may se nda pati nt to 
the grave, but his heirs will pay the fee, and 
be none the wiser 

A scientist may blunder, and cause no end 
of trouble, but the learned man will not be 
held to account at least his por ketbook will 
not be affected 

Even a lawyer can make the wrong plea, 
or overlook an important bit of evidence, 
without being held to account 

But when a business man trips up, all the 
elements combine to make life, for the mo 
as possible, and un 
into his bank account 


ment, as disagreeable 
seen hands dig deeply 


Somebody must get things done right. In 


fact things are not done any other way. 
Like human beings 


sufficiently thev will cease to bother you, 


if you mangle them up 


temporarily at least, but the chances are 
that a rescue party in the shape of an irate 
employer will relieve the situation by elimi 
have too 


nating vour influence before you 


seriously damaged thx complexion of his 


But the employee who makes it a 


business 
rule to do things exactly right, to turn out 
fully and finally completed work, means mort 
to the concern than any other person about 
the place, because that employee, and only 
that kind of employee, 


relieving the employer of the burden of super 


has the capacity lor 


vising, and is qualified to take responsibility 






































correct 


res, bad arrangemetl 


that vou knew \ 


nec 
sometimes 
necessa\&ry ( 


as of inferior 


lorw 


esponds 


ition 
correspondence 


so 1s 














Po 


ae Fp 


ee I em EE OM Gh 








' 









( ict, is the outgrowth of a 
ining that you started long ago 
you are still engaged. Every 
d has its influence, not alone on 
ticular job at hand, but on your 
ward all your work. High grade 
t be described as a “state of 


P , ° oy 
i vou are de veioping either a stat 


<i Lt 


demands proficiency or one that 


ed with mediocre or low-grade 
nce, right now | very careless, 
lv shorthand outline you make tends 
general lowering of your ideals and 


is. Whenever you demand of yout 
ver best work you can do, you 
ve your ability as a workman and 
ite the state of mind that will 


orth having in the _ business 


(,. A. standards are good standards for 

writers and for workers of every 
have chosen to stand as a stenog 
yw put vourself in the class with 


© 


Correspondents in Shorthand 
S ANNOUNCED in this department 


September, we are listing additional 


entries received from those who wish 
e correspondence in shorthand 
| be printed from time to time to 


re ol turther requests 


I Adams, 1404 S. Westmorelanc 


I Ss Angeles, ( alif 
| Adams, Bernhart’s P. O., Pa 
‘ Angstadt, 1316 Locust Street, 
g, Pa 
rt | Arndt, 642 Portland Avenue, 


L. Baumann, Northport, L. I., N. Y 
if sSi¢ \ Bertram, Box 779, Victoria, 


beth frown, 18 East lowa Street, 
er ms —— 937 N Ninth Street, 
‘ ner. 937 N. Ninth Street, Reading, 
ter Doepp, Jr., 2156 N. Racine Ave 
», Ill 


I. Fieselmann, 1106 Perry Avenue, 


' . > 
thy From, Sinking Springs, Pa 


Gately, 728 N. Second Street, Read- 


Gilstein, 561 Front Street, Hartford, 
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Teresa A 
Paul, Minn. 

Nellie M. Hulehan, c-o Skillman Hardware 
Mfg. Co., Trenton, N. J 

Helen Kelly, 128 Temple Street, Woon 
socket, R. | 

Salome Kline, 1920 Kutztown Road, Read 
ing, Pa 

Esther Koch, 18 S. Ninth Street, Reading, Pa 

Barbara P. Lawson, 18 Hudson Street 
Oneonta, N. Y 

Pearl Lesher, Fleetwood, Pa 

Gussie Malenke, Parkerford, Pa. 

Ella McQuirk, Pawhuska, Okla 

Mr. A. Montalvo, P. O. Box 684, Aguadilla, 
Porto Rico 

All 
ing, | 

W. A. Reynolds, 234 N. 135th St 
York City. 

Theodore R. Ridge, 707 No. 12th Street, 
St. Joseph, Mo 

Naomi Riegel, 1604 Thorn Street, Reading, 
Pa 

Mollie Roth, 103 Bellevue Street, Hart- 
ford, Conn 

Miriam Schlegel, Bernhart's P. O., Pa 

Lorraine | Sinton, 850 E. 52d Street, 
Chicago, Ill 

Katherine Smith, 337 Hollenbach Street, 
Reading, Pa 

Ida L. Stegner, Boonville, Mo 

Margaret ELE. Steiner, 425 E. Brown Street, 
Knightstown, Ind 

Brook Stitzer, Sinking Springs, Pa 

Fred B. Thornburgh, 429 South 14th Street, 
New Castle, Ind 

M I Vandever, Jr 
Penns Grove, N. ] 

Hilda Vinton, 636 I Sandusky Street, 


Haag, 66 W Tenth street, St 


verta Reedy, 725 N. Front Street, Read 
"a 


New 


Riverside Club, 


Franklin | Wells, 531 I Main Street, 


leannette Winters, P. O. Box 114, De 


O. G. A. Awards 


SUPERIOR MERIT CERTIFICATI 
I lythe Peterson, He ild’s Business College 


San Jose, Calif 


Club Prizes 
Gold Ring 
Cora | Moore, Bliss ( ollege, ( olumbus, 


Gold Pin 
M. Elliott, Elliott Commercial School, 
Wheeling, W. Va 
Silver Pin 
Hazel Caley, Bliss College, Columbus, O 
Mary Simpson, Erie Business College, Erie, 
Pa 
Bronze Pin 
Hazel Trobridge, Crumley Business Col 
lege, Tacoma, Wash 
Goldie Cannon, Crystal Falls High School, 
Crystal Falls, Mich 
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Plate for September O. G. A. Test 





O 


November O. G. A. Test 


(Good until December 25, 1919) 


The Monroe Doctrine 


tion by any European power — sa 
‘ " , . owe it, therefore, to candor and to the ar 
President Monroe in his message to Congress jcable relations existing between the Unit: 
ber 2, 1823. Referring to steps taken States and those powers, to declare that w: 
should consider any attempt on their part 
: . » * . > > ir syste ( r ti I 
Great Britain, and the United States on the ee ao y tetrarendhad po gong ss 
northwest coast of this continent, the presi safety. With the existing colonies or di 
dent went on to sav: pendencies of any European power, we hav 
not interfered and shall not interfere. B 
In the discussions to which this interest with the governments who have declared the 
has given rise, and in the arrangements independence and maintain it, and Whos 
by which they may terminate, the occasion independence we have, on great consider 
has been deemed proper for asserting, as a_ tion and on just principles, acknowledg 
principle in which the rights and interests of | we could not view any interposition for t! 
the United States are involved, that the purpose of oppressing them or controlling 
American continents, by the free and in- in any other manner their destiny by ar 
dependent condition which they have as- European power in any other light than 
sumed and maintain, are henceforth not to the manifestation of an unfriendly dispos 
be considered as subjects for future coloniza tion toward the United States. 


The ‘“‘Monroe doctrine’ was enunciated by 


Decem 
to arrange the respective rights of Russia, 
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Editorial Views 





\ Sign of the Times 


NHE conservatism of Great Britain is 
verbial, and if there is any one 
lace in I ngland where precede nt 
re strongly than another it is in the 
rt Any innovation that would 
implify the procedure of trials, or 
economy of time and money in their 
is hiercel opposed by those who are 
d in the maintenance of the “‘good 
For a long time even typewritten 
ts were not accepted, and, lor aught 
the contrary, that rule may apply 
is day \n attempt to supersede 
v scriveners, who slowly and laboriously 
legal documents in an old-fashioned, 
ing style of penmanship, would prob 
eet with as fierce opposition as the in 
tion of machinery in place of hand 
did many years ago. Such a step would 
nced on the ground that it would 
e a large and worthy class of people of a 
f livelihood, nothing being said on be 
he poor litigants who have to pay the 
ers ind scriveners —bills 
\merican lawyers, on visiting the 
in England, have expressed their 
ement on finding that the proceedings 
t recorded by official shorthand re- 
The only notes that are taken of the 
lings in many of the courts are those 
in longhand by the presiding judge! 


lay occasioned by this slow method of 
re will be apparent to anyone. It 

the trials that 
financial 


interminably, so 


ints who have ample 


es can bear the expense involved 
h depends upon the exact words of 
nesses and a comparison of the state 
made by them under direct examination 
nder cross-examination, is well known to 


familiar with trials. 


herefore, with satisfaction that we 
hat even the judges in England are 
ng to get restless under the burdens 
lack of official reporting 

| 


ndon Times of Juiy 18, in reporting the 


by the 








libel case by Lord Newton against the London 
Daily Mail, publishes the following comments 
by Lord Reading, the Lord Chief Justice: 


I often wonder when it will be arranged 
that an official shorthand note shall be taken 
in all cases At present it depends upon the 
parties whether such a note is taken rhe 
greater part of my time is taken up in making 
a full note of the doing 
that I not only lose the opportunity of ob 
serving the demeanor of witnesses, but 
indeed Irequt ntly, I miss the ef 
fect of an answer to an important question 
It would almost seem as if a judge was re 
garded merely as an automaton for the re 
cording of proceedings in a Civil Court of 
Justice 1 earnestly hope that this state of 
things will soon be altered, and that judges 
will not be hampered by the necessity for 
taking a note 


evidk nce, and in 


sometime s, 


It is a pretty safe assumption that Lord 


Reading was prompted to make these re 
marks by his observations of the procedure 
in the American law courts while he was here 
as Ambassador Doubtless some of the 
officials of the 


him of having been infected with the “Yankee 


English law courts will accuse 
craze for efficiency’! Nevertheless, coming 
from the Lord Chief 
expressed may expedite the adoption of ofh 


Justice, the views he 
cial court reporting in the British Law Courts, 
thereby facilitating and improving the pro 
cedure to an incalculable extent. 


oO? 


Where Opportunity Waits 


VERY singular fallacy was uttered in 
our hearing recently. A young man 

said that he did not want to become an 
expert writer of shorthand because it was 
not his ambition to remain a stenographer 
He merely wanted to use stenography as a 
stepping-stone His idea was to learn just 


enough shorthand to get by” and stop 
there. We regret to say that this is a common 
ittitude toward shorthand—among young 
men in particular. The truth is that it is 


only by becoming an expert stenographer that 
you can get the opportunity for the job higher 


















} 


men in business want 


up rhe big 


to handle their work 


experts 
They have no time to 
By doing expert 


the other kind. 


work under the 


waste on 


eye of the big executive you 


attract his attention, win his confidence, and 

he gradually intrusts more responsible work 

to your care. The final result is inevitable 
Frank A. Vanderlip, until recently Presi 


Bank of New York 


his opportunity 


dent of the National City 


while acting as 


Secretary of the 


City, got 
secretary to Lyman J]. Gage 
United States 
superlatively 

Hugh Ch 
National C 


so well that he 


} 


Treasury, by doing his work 
well 

ilmers was stenographer for the 
did 
was intrusted with 
He studied the 


big 


ish Register Company, and 


the work 
the work of the president. 
C)me 


business. day when a custome! 


salesmen were all out, 
His 


business enabled him to handle the 


came in and the star 


Chalmers got his chance familiarity 


with the 


situation and to get the customer’s name on 


the dotted line. In a few years he was the 
president of one of the biggest automobilk 
, 


concerns in the country 
Charles | 


official stenographer to the 


1 
i 


Swem got his opportunity t 


President of the 


} 


| nited States because the very first work he 


did for the President singled him out as an 
expert 

Joseph M. Shaffer was long-headed enough 
to see that shorthand was th 


expertness in 


“open sesame In less than a year from the 


time he was graduated from high school, he 
was the personal stenographer and reporter for 
Director General of Railroads and Secretar 


Treasury, McAdoo. 


a few of the thousands who 


of the 


The se a©r¢ only 

have found their opportunity by being expert 
r’t ' 

Development of skill in 


qualities that 


shorthand writers. 
shorthand develops the very 
count in business—accuracy, alertness, judg 
ment, initiative, speed, thoroughness, decision 
More 
nary 
carry a thing through to the finish. 


one ot the 


than this, the possession of extraordi 
you have the ability to 
And that 


best recommendations 


skill shows that 


i 
in itself is 


that a young man or a young woman can 


possess 
} 


[he price of admission into the realm wher: 


nr t) 
oO OT 


py inity waits, is skill plus. 


oO° 


Harringion Emerson 
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Editorial Brevities 
[he San Francisco office reports that sor 
] fri na in t} + " 


ot our good protessi 


on the Pacific Coast have recently been 
moted to more responsible and more | 
tive positions 

Mr. Lloyd D. Barzee, who was former! 
head of the commercial department of t 


Stockton High School and who has been { 


the past year secretary to the Superintende 


1 ‘ 


of the Oakland Public Schools, | 


as been 


pointed Secretary-Business Manager of tl 


Oakland Public Schools at a salary of $4,001 
a year. 

Mr. Albert C. Sneed, of the commercial dé 
partment of the Oakland High School, | 
been ippol ed to succeed Mr. Barzec 
secretary to the Superintendent of the O 
land School 

Mr. Clyde B hard, forme of Stockt 


wointed Su 


High 


of Commercial Education 
of Berkeley, California 


School, has been apy 


pervis 
| l 


in the public scho 


Mrs. Eva M. Allen is the new principal 
the commercial department of the Universit) 
of California’s southern branch at Los Ar 
eles, which was formerly the Los Angel 


— 


Normal School 
We are ha to learn of the succes 


ese loyal friends of this magazine, and w 


+} aE f ' 
extend congratulations and good wishes { 
continued success 

[wo inter g accounts in Michigan | 
pers have r ed us lately, telling of 


fall ell 


Universit 


fine equipment and the heavy 
ment at McLachlan’s Business 
Mich The school | 


] 





quarters accommodating four hundred pupil 
at one ti ind a faculty of twelve teache 
handling all the various commercial subj 
including telegra inew department ad 
this vear 

The school, since Mr. McLachlan’s de 


in 1918, has been managed by Mr. Arthur | 


Howell, who was a member of the fa 


from 1904 He has been ably carrying 
the ideals of its founder and adding 
lines of study to improve the value of 
University both to the students and 1 


Members of the student bo 
n ns as far as one hundred mi 
Mr. Howell is to be 


on extending so wide an influence on 


community 
come from tow 
away. congratulat 


mercial education in his state. 
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GF ##lessage to You 


NDEED, as a business investment, a mere 

cold cK ynsideration of dollars and cents, | do 

| not hesitate to affirm that those who have 

made their mark in the shorthand profession, 

have been, almost without exception, readers and owners 

of shorthand literature of all kinds which came in their 
way. 


How often we hear a young man say, “| wouldnt 
waste my money on shorthand books and magazines 
| get enough of it in my office. Catch me reading about 
it when I can be having a good time! It is this desire 
‘to have a good time’ that keeps so many stenographers 
at the foot of the ladder and will eventually oust them 
from that much of the common crowd “‘coign of vantage.” 


Given two young stenographers just starting out in 
business life, each in his first position and each receiving 
a salary of fifty dollars a month. One of them spends 
perhaps five per cent of his income in shorthand litera- 
ture; the other spends the same in billiards or cigarets 
or any other “light amusement.’ One spends a reason- 
able portion of his leisure hours in learning more about 
his work; the other in learning “about the world,” as he 
expresses it. Five years later which is the more likely 
to be well on the way to the top of his profession? | 
hardly think there will be any doubt about the answer 
Charles Currier Beale. 
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The Pilgrims 


Edward Everett 
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e Typist and Office Worker 


A Clearing House of Ideas for Typists and Office Workers ’ 


Conducted by Adelaide B. Hakes, 631 S. Wabash Ave., 


Chicago, I[11. 





The 0. A. T. is the professional organ- 
ization of the artists in typewriting 
It is open to all who qualify as superior 
craftemen 

Junior Membership: Membership in 
the Junior division is open to anyone 
who is studying typewrit ing in a school 
or by himself who is able to pass the 
Junior test. 

Senior Membership: Membership in 
the Senior division is open to all typists 
whether attending school or not who have reached 
a speed of at least forty words a minute. Senior tests 
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ARTISTIC 
TYPISTS 
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must be accompanied by a signed statement that 
the candidate has attained this speed. 


Tests: The test for both Junior and Senior member- 
ship appears in this department each month. Tests 
may be practiced as often as desired, but only one 
specimen should be sent in. Each part of the test 
should be typed on a separate sheet. A test is good 
only until the 25th of the month following publica- 
tion. An examination fee of ten cents must accom- 
pany each test. A beautiful Certificate of Member- 
ship is issued to all those who pass either test. A 
circular giving full particulars will be mailed upon 
request. 








Harvest Time 


¥ DAYS of old, our forefathers, after 
taking stock of their bountiful harvest, 
upart a day in November in which to offer 
inks for the abundant reward of their 
ts. Surely the typist of the present day 
no less cause for thanksgiving, and this 
1 fitting time to stop and take stock of this 
ir’s harvest—a harvest greater in good 
tune and unlimited opportunities than has 
before been gathered, and one that comes 
mnce a year but every day. 
Che busy office worker finds little leisure 
reflection, and therefore take 
ripened opportunities as a matter of 
rse, scarcely realizing that back of all of 
me thing is responsible—the typewriter. 


comes to 


is been the means of opening up an ave- 
to practically every commercial occupa- 
in which women are now engaged. It is 
ypewriter that has made it possible for 
to find a place in the business world. 
is given her, in many cases, a means of 
pe from poverty, always a sense of free- 
and independence. It has enabled her 
ise from mediocrity to a position where she 
been able to make her services almost 
spensable to the successful working out 
ery modern commercial enterprise. 
x the young man of to-day, it would 
that the good fairies had indeed wafted 
igic wand. The office boy of yesterday, 
ind observant, using stenography as an 
become the business 
Yet when he scans the 


ring wedge, has 


tive of to-day _ 


columns of ‘‘Executives and Managers Want 
ed”’ he must ask himself, ‘‘Am I big enough for 
the position?’’ not “Is the position big enough 
for me?”’ 

Very fitting it is, too, for the student typist 


to stop and take stock. A little early, per- 


haps, but, if you have sown wisely and pains- 


takingly, you are even now being rewarded 
by a harvest of good results. If each step 
has been taken with the confidence that 
comes from knowing your way, and knowing 
that that way is the right way, you are now 
making rapid strides on your journey through 
Are you? And the work you 


your course. 
Do you know 


are doing, how about that? 
that your typewritten work can be made to 
stand out conspicuous for its neatness, even 
accuracy ¢ 
your 


touch, careful arrangement, and 
If your work does that, be thankful 
teacher will be thankful and some day your 
employer, also, will be thankful. Be thank- 
ful, too, for your typewriter, which is in very 
truth “the mainspring of commercial educa 
tion,”” and which has been instrumental in 
placing before you a future more roseate than 
students have ever before been able to antic- 
ipate. 
GET RHYTHM INTO YOUR STROKE 
When rhythm enters into a movement it 
adds ease and grace and speed to that move 
ment. Says a professional golfer, “Absolute 
rhythm is the one essential to the successful 
golf stroke, and every other factor in the 
swing must be subsurvient to this important 
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If you 


eager to become an expert, you 


principl were a golf enthusiast, 
would no 
doubt ponder this advice very carefully and 
decide that the sportsmanlike thing to do was 
to heed it and « irr it out so far as lay in your 
power. Is not rhythm as necessary to the 
stroke of the typist? Even with accuracy and 
speed, something vital is missing if you have 
not rhythm. Rhythm in typing means the 
even timing of the stroke, which does away 
Have you noticed 
letter by 
or writing to music, how far even momentary 


pr ed, then, 


with spasmodic operation. 


when following a dictator letter, 
hesitation will put you behind? 
must be developed by continuous operation; 
so learn now to take easy and difficult com- 
binations in the same rhythmic time. Rhythm 
is also evidenced in the typewritten page by 
work that is of equal density and free from 
piling, in the reduction of physical exertion, 
and in the easy state of mind it produces. 
When you first take uy 


p sentence prat tic e, 
you may have a tendency to sense the words 
rather than the letters in the words, causing 
you to write easy words quickly and long or 
difficult words inaccurately and spasmodically. 
If you do not sense the word as a whole but see 
and think each letter in it, all can be taken 
in the same even time—the long word will 
offer no more difficulty than the short one and 
can be written as evenly and accurately. 
Later, typing can be done more or less me- 
chanically, but mechanical operation results 
beginner—inac 


in but one thing for the 


curacy. 


HOW ARE YOU RETURNING 
THE CARRIAGE? 

The writing of a line of an exercise may 
occasion such anxiety as to the outcome 
that the return of the carriage after its suc 
cessful completion may seem a minor matter 


Not so. 


most important 


It is of major consequence, and is a 
factor in developing speed 
Each time a line is finished the carriage must 
What is your 
Is that 
way the quickest possible, with the minimum 


be returned in some way. 


way? Have you one way or several? 


of movement? There is usually one way to do 
that 
easier than any 


is scientifically quicker and 
other. If there is such a 
way, why not adopt it and keep to that Ont 
the mechanical 


a thing 


WAY ONLY, developing all 
The 
returning the carriage will, of course, depend 
upon the make of machine you use. If you 


precision possible? exact method of 
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use the Remington, have you noticed that tl 


line spacer, when the carriage reaches the e1 


of the line, 
second and 
No other part of the hand, then, 
the line spacer as the 
} 


finger it should be, supported a1 


is direct] above and between tl] 


third fingers of the right hand 


is asd ( lose 


the 


second hinger, so 


second 
strengthened by the first finger. Just rais 


the two fingers, and with a quick throw of t 


hand from the wrist return the carriage 


Guard against extending the elbow; it shouk 


remain at the sid an Underwood 


If you ust 


raist 


with the side of the first finger, supporte 
periorm a 
he L. C 


ie Irame of the 


by the other fingers; 
quickly return to position. 


] 


Smit! 
line spacer is set closer to 7 


tl 


machine than is the case on the Remingt: 


which makes it more expedient to use the 


thumb in returning the carriage 


not used in returning the carriage should re 
} 


main in position, ready to strike. In throwing 
the carriage, do not follow the spacer wit! 
the hand; throw with sufficient 


lorce to re 


turn the carriage, and get the hand back 


position by the time the 


carriage gets to t 

] tt ' in It . I] nav vou ft ' ie tl 
elit margin Will pay you to practice the 
return of the carriage over and over agall 
to get that deadly 


swing that prodt 


accuracy of mechan 


i 


ices speed 


A recent screen innovation has been to sh 


action reduced eight times. Amusing wasn't 
it, to see first the rapid action of a tennis or 
ball player, then that same action reduced t 
eight than the 
Have you evel! those snail-like movs 


ments applied to the typewriter? If your 


original speed 


times siower? 
seen 


movements were thrown on the screen would 


striking of the 


the return of the carriage, 
other ope ration be the “eight 


key s, and evel 


times slower 


LAY A SOLID FOUNDATION AT 
THE START 


There is probably no doubt in your mi 
that the for 
and when you find that foundation wabbly 


indation of shorthand is the theorn 


is obviously necessary to begin at the first a1 


' 


review each principle. When you are n 
and accuracy 
Why, get rig 
down to the root of the trouble, of cours 
which very likely lies in an imperfect know 
edge of the keyboard and faulty technig 
Much attention, therefore, is given in thes 


satisfied with your speed 


typewriting, what doyou do? 


the left hand and strike the line space: 


circle and 


The har d 
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Second-Finger Drills 
Make full lines across the page of each group 
Stroking Exercise 
eeee iiii dddd kkkk cccc ,,,, eeee 
eeee iiii dddd kkkk cccc ,,,, eeee 
eidkc, eidkc, eidkc, eidkc, eidkc, 
eidkc, eidkc, eidkc, eidkc, eidkc, 

VW ords 


dice dice dice dice dice dice dice 
did, did, did, did, did, did, did, 


deck deck deck deck deck deck deck 
eke, eke, eke, eke, eke, eke, eke, 


ceded, ceded, ceded, ceded, ceded, 
Gecide decide decide decide decide 


Coérdination Exercise 


freed freed freed freed freed freed 
fever fever fever fever fever fever 


decree decree decree decree decree 
recede recede recede recede recede 


debt debt debt debt debt debt debt 
berg berg berg berg berg berg berg 


kin, kin, kin, kin, kin, kin, kin, 
junk junk junk junk junk junk junk 
minikin minikin minikin minikin 
minimum minimum minimum minimum 


Word Groups 


give him credit, very much better, 
give him credit, very much better, 


did they check every red ink entry 
did they check every red ink entry 


les to the special and individual training that many typists go through their typing 

h finger, that they may be of assistance careers with a very hazy idea of the location 
laying the foundation for a real “‘sky of the comma and the proper finger to use on 
raper” structure. it, with the result that they are never quite 
TRAINING THE SECOND FINGER certain whether an m, a comma, or a period 
Just six keys to memorize in the second will appear! Isn't it better to take a few 
vision. Not much of a task to LEARN minutes to get the matter permanently cleared 


Yet it is surprising to know up? The second fingers take the oblique 
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row of keys lying just outside the first finger 
division—e-d-c on the left and 7-k-, on the 
right. 

First, do some careful reaching, finding the 
exact center of the key, then strike with 
fast, sharp blows. Let nothing 
with the free and easy ac tion of the second 
finger. Do you find that holding the first 


interfere 


) 
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Questionnaire 


2. “Ever try returning the carriage with the middle finger of the 
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and third fingers on the keys does interfer 
action? Then they 
must be kept from actual contact with the 
keys when striking with the second finger 


with the second-finger 


Notice that they should not be raised unduly, 


just enough to be kept from holding the 
keys. Do not turn the hand in reaching th 
comma, and remember to strike it lightly. 


1. Can you detect any lack of rhythm when you listen to the click of your keys? 
h 


and? Try it for a few 


days, and we won't have to tell you why,”’ says Remington Notes 


2 


? 


carriage 


3. Do you keep your eye on the copy and one hand on the keys when you return the 


4. In the Stroking Drills are you striking each group (eeee) in only a fraction of a sec 


ond? You can easily. 


5. What is your best record for one minute's perfect work on the Word Groups? 


yractice will raise it higher and higher. 
I g g 


¢ 2 


Re petitior 


Viaterial for O. A. T. Tests 


(Good until December 25, 1919) 


Junior Test 
Copy “A National Creed” (page 102) first 
in double and then in single space on a regu- 
lar 'etter-sized sheet. 
Senior Test 
1. Copy 


illustrating the kind of matter given in the 


the following dictation exercise 


Civil Service Stenographer examination. 


Our present system of transportation 


by rail is no keeping pace with our 


rapid increase of production and consump- 


tion. Most of che transportation is over 
rail, and we have. utilized our rivers 
only in a meager way. This is essentially 


true of our interior waterways. Water traffic, 
to a large extent, is localized around the 
Great Lakes, and splendid as are the results, 
still the benefits have failed to reach the great 
Even this 
limited area of water transportation, however, 


interior sources of production. 


demonstrates shows that 


waterways should be established and assured 


advantages and 


as a permanent part of the traffic system. 
Over the region of the central west lies a 


Under the all 
rail system of carrying freight the western 


great freight-producing area. 


producer fails to reach the markets with a 
profit, and the consuming world is denied 
access to these interior fields of production. 
For several years the roads have failed to 
move the crops in season, and before long 
they will be able to move only a portion of the 
farm products to market. Leaders in rail- 
road transportation recently estimated that 
the next ten years would require seventy-five 
thousand miles more of trackage construction 
to meet the requirements of the normal growth 
of the country 


{Note Stenograph lictation and transcription is 
rated on one exercise of 250 words similar to the above 
and containing no technical matter A preliminary exer 

cise is given at the rate of 80 words a minute The regula: 
exercises are then dictated at 80, 100, 120, and 140 words a 
minute. The matter dictated is different for each exer- 
cise.] 


2. Make a correct copy of the accompany- 


ing rough draft. Paragraph, punctuate, 
capitalize and spell as in the copy, but write 
in full all signs and abbreviated words. This 


exercise should be double-spaced. 
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Rough Draft Test 











a 


¥ 






(“jw mf teakelec 


There appears to be nothing in the "present War emergency 


to justify enllieias for the sessions of the elonentary schools, 
or of the education of Girle/s| boys) under 14 yrs. of age snd 


pothing with the progressive developfment of 
the school Keten, Teachers & pupile may be encoureged to find 


ways of per forming (some service(in the echools)having war value, 


such as activities connected with the Jr. Red Cross,/War Gar- 























dens, and the like. There is a strong demand for,stenographers, 
A s 





Gore Je typists, but themy places can not be filled by boys 
& girle under 16 yre. be [tm Gov't officiele maintsia that) 


tamme (existe)no energency,wbick fustifies any change in th 
uh J tueg flefe 
lews ssfeguarding the working conditions of “taginaptbeagisse 


eatwengn “Wen industries & commercial estabdlichmentse could use 




















capadle boys end girls for various kinds of service, re 
Ss should be wages 0 @ patriotic duty, to complete the high 

echool course, and in incressing sos. to enter upon college 

& upiversity courses, especially in technical & scientific 


lines, to meet the great need for trained men & women. 





Note: Copying from rough draft counts ten points 
| in the Civil Service Stenographer examination 
and twenty points inthe Typist examination.] 
















Specimen taken from a recent circular issued by the Civil Service Commission 
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November Typewriting Speed Test 
\ CURIOUS paradox: the maddest war men ever fought has had a tendency 


to turn the world to simple, wholesome play. 

Your Englishman no longer makes excuse for the time he spent at the bat 
or in the saddle. Centuries of cricket, tennis, and riding to the hounds fortified 
his home land in time of terrible stress. Some five million Americans, many of them 
snatched from desk and counter, are pouring back, having sensed the tang of open 
sky and outdoors while playing their games, football to ping-pong, behind the 
lines, as they waited to get into the biggest game of all. 


And other men from every clime—black, yellow, and tan—carry home the 


games they saw these sturdy Britishers and wiry Americans playing. The French 
played, too—played in a way peculiarly expressive of their national temperament. 
Note the reverse of the picture. Germany, with clanking armor and unsheathed 
sword, gone stale from over-training for the fight she picked, may find in her neglect 
of play one reason for a colossal failure at arms and her maladroit diplomacy. 

Sports and games ever were magic touchstones to geography and to those 
allied sciences which provide the surest clues to how peoples live and work and 
think. In countless ways science has learned about climates and products and cus- 
toms and peoples of the past from toys, games, and sports. An entire new field 
of investigation was opened by the discovery that backgammon, as played in 

surma, also was known to the pre-Columbian Mexicans. A new light is shed on an 

ancient civilization when we learn that there was a law among the Persians by 
which all children were to be taught three things: horsemanship, shooting with 
the bow, and telling the truth. 

Theodore Roosevelt’s influence is generally accounted in social, political. 
economic, and literary fields; yet time may show that one of the most profound 
lessons he impressed upon American people was a deeper regard for healthful, 
vigorous, strenuous outdoor sport. The story of how the weakling Roosevelt 
went to the open places of the West and played at broncho-busting and cattle- 
herding, and later relaxed in African jungle from seven years in the hardest job 
in the world, is an oft-told tale. Such an uprooting of one’s life, thanks to ou 
national parks, is not necessary to-day. More and more is it the habit of young 
men and old to seek the health-giving recreations to be had in Uncle Sam’s match 
less play places. 

Walking is one of the most healthful and invigorating of all pastimes, and free 
to every one. Yet it is much neglected by Americans. Perhaps the automobile 
is to blame, in some degree; but the fact that walking is deliberate and lacking in 
that element so dear to the American heart, competition, also must be taken into 
account, 

To the seasoned pedestrian “joy riding’’ cannot compare with “joy walking.” 
The latter affords the devotee intellectual delights that neither speed nor rivalry 
can offer. To him walking is truly a royal road to learning—a matriculation in the 
God-given university of nature. To walk is to open the book of natural wonders 
to see the flowers and the trees, to hear and know the birds and all the voices of 
the outdoors symphony. Then, too, there is a walk for every mood and temper. 
Gladstone loved to walk in the rain; Browning delighted to stroll by night; Charles 
Lamb turned to the crowds of busy streets, while Wordsworth stole away to silent 
places 

The World War has helped stress a higher claim for sport, more potent than 
the fact that plays and games register the habits and habitats of by-gone peoples 
or that they stimulate mechanical invention; for it has proved that sport conditions 
the moral fiber of a people and tempers those mental qualities that advance civ- 
ilization. (647)—By J. R. Hildebrand in The Nalional Geographic Magazine. 
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November Typewriting Speed Test 
\ CURIOUS paradox: the maddest war men ever fought has had a tendency 


to turn the world to simple, wholesome play. 

Your Englishman no longer makes excuse for the time he spent at the bat 
or in the saddle. Centuries of cricket, tennis, and riding to the hounds fortified 
his home land in time of terrible stress. Some five million Americans, many of them 
snatched from desk and counter, are pouring back, having sensed the tang of open 
sky and outdoors while playing their games, football to ping-pong, behind the 
lines, as they waited to get into the biggest game of all. 

And other men from every clime—black, yellow, and tan—carry home the 
games they saw these sturdy Britishers and wiry Americans playing. The French 
played, too—played in a way peculiarly expressive of their national temperament. 
Note the reverse of the picture. Germany, with clanking armor and unsheathed 
sword, gone stale from over-training for the fight she picked, may find in her neglect 
of play one reason for a colossal failure at arms and her maladroit diplomacy. 

Sports and games ever were magic touchstones to geography and to those 
allied sciences which provide the surest clues to how peoples live and work and 
think. In countless ways science has learned about climates and products and cus- 
toms and peoples of the past from toys, games, and sports. An entire new field 
of investigation. was opened by the discovery that backgammon, as played in 
Burma, also was known to the pre-Columbian Mexicans. A new light is shed on an 
ancient civilization when we learn that there was a law among the Persians by 
which all children were to be taught three things: horsemanship, shooting with 
the bow, and telling the truth. 

Theodore Roosevelt’s influence is generally accounted in social, political. 
economic, and literary fields; yet time may show that one of the most profound 
lessons he impressed upon American people was a deeper regard for healthful, 
Vigorous, strenuous outdoor sport. The story of how the weakling Roosevelt 
went to the open places of the West and played at broncho-busting and cattle- 
herding, and later relaxed in African jungle from seven years in the hardest job 
in the world, is an oft-told tale. Such an uprooting of one’s life, thanks to our 
national parks, is not necessary to-day. More and more is it the habit of young 
men and old to seek the health-giving recreations to be had in Uncle Sam's match- 
less play places. 

Walking is one of the most healthful and invigorating of all pastimes, and free 
to every one. Yet it is much neglected by Americans. Perhaps the automobile 
is to blame, in some degree; but the fact that walking is deliberate and lacking in 
that element so dear to the American heart, competition, also must be taken into 
account. 

To the seasoned pedestrian “joy riding’’ cannot compare with “joy walking.” 
The latter affords the devotee intellectual delights that neither speed nor rivalry 
can offer. To him walking is truly a royal road to learning—a matriculation in the 
God-given university of nature. To walk is to open the book of natural wonders 
to see the flowers and the trees, to hear and know the birds and all the voices of 
the outdoors symphony. Then, too, there is a walk for every mood and temper. 
Gladstone loved to walk in the rain; Browning delighted to stroll by night; Charles 
Lamb turned to the crowds of busy streets, while Wordsworth stole away to silent 
places 

The World War has helped stress a higher claim for sport, more.potent than 
the fact that plays and games register the habits and habitats of by-gone peoples 
or that they stimulate mechanical invention; for it has proved that sport conditions 
the moral fiber of a people and tempers those mental qualities that advance civ- 
ilization. (647)—By J. R. Hildebrand in The Nalional Geographic Magazine. 





I 
H 
i} 
-RI 
{ 
.% 
WI 
2] 
I 
| 
Rk 
| 
OR 
\ 
\ 
| 
\ 
| 
(| 
BI 


| l 
l 
l 
) | 
it 
T 


D 
i 
tal 
f 
1 
or 
F, 
A 
” 





THE GREGG WRITER FOR NOVEMBER 


Promotion 


LETTER received early in 
ber brought the news of the appoint 


ment of Mr. C. M Yoder to the 
important post of Dire 


Septem- 


for Two Old Friends 


economics and a 


taken 


counting at 


spec ial courses in 


Minnesota and Wisconsin Uni- 


versities 


For two years Mr: 





tor of Commercial Educa 
Wisconsin 
School, at 


tion at the 
State Normal 
Whitewater. 
Mr Y oder succeeds Mr. 
well 


lames C Reed, 


known to many of our 
readers for his effective 
work in building up the 
department at Whitewat 
er, and as President of 
the National Commercial 
Teachers’ Federation. M1 
this 
mer to go to the College 
\dministra 


Reed resigned sum 
of Business 
tion of the University of 


Minnesota. The Normal 


was fortunate in securing 








SUCCESSOI 


such a capabl 


for Mr. Reed's position 

experience Mr. Yoder is 
well qualified for his new work, and it is a 
pleasure to join with his many friends in 
congratulating him on the promotion. He 
is a Valparaiso University graduate, having 


received the B. S. degree there in 1905, and has 


o@g 


More 100% Clubs 
INCE last 


from the following schools whose clubs 
were not listed in the September 1918-19 


month -we have had reports 


Honor Roll: 

Percy Shorthand and 
Ponce, Porto Rico 
Our Lady ol 

City. 
Lynchburg High School, Lynchburg, Va 
Ossining High School, Ossining, N. \ 
Concordia College, Moorhead, Minn 
Menomonie High School, Menomonie 


3) 
oOo 


ypewriting School, 


Angels New York 


™ hool, 


‘Teachers’ Certificates 


rHNVHE following have been 
awarded Teachers’ 
the last announcement: 


Carmen Laverty, Burwell, 


applicants 


certifi ites since 


Nebr. 


C. M. Yoder 


_ Appointed Director of Commercial Education 
Both by education and at Whitewater, Wisconsin 
School 


was in 


Y oder 


the commercial 


charge of 
depart 
Gregg School, 
leaving there to take up 
high school work, in which 


ment ol 


he has been engaged at 
Claire, Wis., Min 


Milwaukee 


Kau 
neapolis, and 
for the past thirteen years 
He knows all the ims and 
outs, therefore, of both 
public and private school 


work 


greatest 


and will be of the 
service to stu 
dents preparing as teach 
ers in either line 

The Whitewater school 
special state train 





g school for commercial 


teachers and has a large 


enrollment term 


Still, it cannot supply the 


every 


Normal 


demand for teachers in 


Wisconsin, Mr. Yoder 

Oddly enough, Mr 
name as the former president of the Normal, 
although they are not far as we 
know. The school still kee psa Yoder to he Ip 
train Wisconsin's pedagogs! 


° 


Margaret E. Leahy, 
Ferol Linton, Austin, Texas. 
Mabel McClintock, Bethany, Nebr 
Mrs. Phyllis McClun, Burlington, lowa 
Ruth McNutt, Lincoln, Nebr. 
Stella Krumm Seton, Columbus, Ohio 
Betty Marie Shorter, Table Rock, Nebr 
Mary Alice Stein, Worthington, Ohio. 
Grace Stetfelt, New Orleans, La 
Christine Strom, Anoka, Minn 
Estella G. Vorhies, Cambridge, Ohio 
Martha Weiler, Lincoln, Nebr 
V. Marie Wharton, Excelsior, Minn 
Edith Whiteis, Winner, S. Dak 
Julia E. Wilson, Lincoln, Nebr. 
Elizabeth Starbuck Adams, 
cisco, Calif. 
Sister M. Andrew, Oakland, 
Doris Armstrong, Chico, Calif. 
Maude E. Barnes, Spokane, Wash 
Ethel M. Brackin, Spokane, Wash 
Lorna D. Brown, Spokane, Wash 
Mary A. Butler, Bristol, Tenn 
Clara Elizabeth Carnahan, Chico, 


writes us. 


Yoder bears the same 


re lated, so 


Peru, Ind. 


»an 


Calif 
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Secretarial Courses at Boston University 


N ANNOUNCING a course leading to students are thoroughly trained as office 


Bachelor of Secretarial clerical workers at the end of the second vear 
} 


University blazes the This feature appeals especially to those who 


iportant fields in wish to be employed in business offices during 

course appeals the summer months The Junior and Senior 
host wish to become vears are devoted to general academic sub 
aries, 1 achers who are jects, the principles of business management, 
h these subjects, and to and the subjects pertaining to the special 


to become high-grade vocation in which the student is particularly 


secretaries interested The degree of Bachelor of Secre 


just such a __tarial Science (B.S. S.) will be awarded by the 
present enrollment in University upon the satisfactory completion 


University, which has _ of the four-year program 


Bows 
indred Mrs. Frank Boyce Tupper, recently ap 


rams include the cul 
ns inciude the cu . . 
oa ' as . pointed lecturer in Secretarial Ethics and 
yects which are neces- : 
“ an Gos Go Duties, makes the following statement rela 


retaries of brox vision ; 
etaries of ad visio tive to the new work 


highest order, 


me to have an active 


lege 


{ 
» r 


por It isa real privi 


as citizens 





part in putting into el 
fect the plans of Dean 
. : Davis \ period ot ten 
e office organization, years as a private secre 


e State, members of 


1dministrators in the tary has taught me 
many things, and my 
Fa Coliens afters experience during the 
5 past few years in dealing 

two-year certif- with young women en 
ate course, de signed tering business, has dem- 
onstrated the crying 
need for a new kind ol 
: business training—for 
te secretaries; schools giving sufficient 
A four-year degree ; ittention to cultural as 
well as technical sub 


prepare st idents for 


ient service as pri 








ourse i] tended to 


women for jects. ‘ 
My personal experi 
= = = ence has been that, 
tive cretaries in : while young women are 
generally taught the spe 
cific duties of a secre 
ns. social secretaries. College of Secretarial Science of tary, they are not given 
. Boston University the broad cultural train 
retaries to protes ing required, and in 
many instances they are 
not told what they, personally, must bring toa 
position to be a successful secretary 
Of course, every secretary realizes the 
nercial Science in high schools; necessity of possessing a working knowledge 
of shorthand, typewriting, filing, ofhce appli 
ance operation, business English, arithmeti 
and bookkeeping; but many overlook the im- 
Special courses tor young women ol portance of English composition and litera- 
ture, history, geography, economics, foreign 
languages, business organization and man 
agement, and commercial law And even 
ites; with all this training, to be a successful 
secretary a girl must bring to her position 
something more—she must have other quali- 
fications, such, for instance, as 
he degree program (day classes) covers a Moral qualities (trustworthiness and self- 
eriod of four years, but it is so planned that abnegation or unselfishness 


ness organizati ms 





educational institu 











nal men or wom- 
civil service secretaries, editorial assist 


_office managers, accountants, or teachers 


~ 


A one-year intensive course for gradu 
1] 
HI 


es ol ap] roved colleges 


ealth who wish to learn how to supervise 


telligently the management of their own 


Evening courses for those 
? ] 


during the day 





concentr 

Physical and pers 

personality, correct 
appearal 


good he alt h 


person il 


Another « 
cessful secrt 
in profe 
accepte 1 
asm there ¢ 

Che 


and no 


t he 


itio 
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tact, alertness 
ible 
correct 


7: | 
and 


ities agree 


} 
ST) ) 
peecn, 


aeportment, 


rhe 


in the 


sential to the \len, 
ide interest 
the position finally 


erest and enthusi- 


SUuC- 


' 
awake 


new 


int 


structive course. 


| 
vei ing 


born the A 





women 
brought 
realizati 
the, 

op the 
to which referer 
has been 
made, 
taries of 
ture will n 
themselves 
capped 
the 


secret 


n 


q 


just 
t he 


ing 


irl 





special 
ity { 


cap 
students o 


i< 
secretarial t1 
ing division of 
College o 

ton Universit 
the 

enthu 


arouse 
keenest 
members of 
to give assur 
timid 

| see a 
for the College 
in training yo 
positions in 
after they h 
University the 
Science degree 


4 


wond 


} 


ive 


Ten mont! 
Science existed on! 


Lawrence Davi 


of the flourishi 
University, wit 
has been const1 
with a faculty 
nent educato 

Advisers 
of the most 

ol New Englat 


with an incomin 


ind 


iSS ¢ 


young women tl 


e 


division 


iT 


; 


T 








Marie M. Duggan 
In charge of the short 
hand work in the day 
Boston Uni 


proximately 


work in 
new 
Marie M. 
both 
Shorthand. 


stud n 
RB de vTe¢ 


id Miss Allen re« 


two 


division. 


d office methods 
ng handled by Miss 

Miss H 
(rege 


the 


short! il an 
le “4h is 
Duggan Gladys 


SUCCEeSSI ol 


Chey | to give 


ts a most interesting and cot 
Miss Duggan is holder of 
and the Teacher's Life Certif 
the | rsity of Nebraska 

eived her A. B. degr« 
lount Holyoke Coll 


Miss Dr 


iduate wi 


irom 


; 
t¢ 


type writing 
irtment 

state 

School at 

field, Missouri, a1 

was he re 


ol 


dents in 


if 
me her 
typewrit- 
who did n 
rk in that 
Jan- 
uary 20, mn the 


we 


Remington Gi 





Gladys H 
office 
Secretarial Science 


Instructor 
College of 


im 


ton University 


xdore 
‘¢ is om 
{f Boston 


ts own whi 
its special needs, 
of i 


Board of lar 


a score promi 
antors 
ove! ne hundred 
men and 


It not 


women 
least ructor 
f nearly three hundred 


day division and ap rk in 


in 
Secretarial 


the d 


Medal last M 
Miss Allen, 


compiletil! 


t 


Allen 


methods 


1915 fror 
Mass 


wn 


’ 


UVILe 


Methods 
In 


division, 


Office in 
Scien addition 


Miss Allen 


i\ 
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ns ; ppy unless they 

art ymethir ey Mr Davis is that 

Ever since I have known 

has been starting something, and 

calling on me to come and help push 

or three years ago he started an Emer- 
ency War Course for women, and the cours 
that at the opening gather- 

floor of 


never hap; 


one of the largest 


borhood 
field and 
increasing 


look ny 


educational 
the 
nen who are 


is ol 


NOVI 


R FOR 


toward 
he saw tl! 
lefined 
{ ] ™ 


IVE teacl horoughl to |] I for the 
teaching i ti ct iy of the 
Boards of Educ ple, in New 


4s 
ivi 


York City, name as ; juirement for 
bility to te | 


‘two vears 
ject 

It has be 
to find 
warmly 


n diff 

college in h uTses 
congt niversity 
its entrance int 


ol very great u 


About the Hyphen 


By Horatio N 


rRNHE hyphen 
that 


is a punctuation mark 
proves exceedingly troublesome 
in everyday use. One reason for this 
difficulty is the fact that there are few rules 
of the hyphen that hold 


other 


governing the usé¢ 
true under all circumstances. In 
words, there are many exceptions—exceptions 
capricious, 


which are often the result of 


allized, usage—to confuse 


think 


e use of the hy phe n. 


though cryst you 


is soon as have mastered 


+} 


you you 


There is only one rule regarding the use 


f the hyphen which is really reliable in con- 

nection with every kind of word; and that 
Tt 

rule 1s to cor 


dictionary wl 


isult a modern, unabridged 


enever you are in doubt as to 


roper hy] 


Even when the above is admitted, there 


re a few observations—not rules, exactly 


which you will find helpful in connection with 


+} ; 


he correct use ol the hyphen. 


use the hy | 


Do not hen to join an ad- 
verb and an adjective which it qualifies, 
unless the word might not at once be recog- 
for example, a beauti- 
calculated 


a well-known 


nized as an adverb; 


fully furnished house, a_ well 


scheme, a deep laid plot; but, 


. Drury, A. B. 


statesman, a new-found cou! 


known proverb, a good-sized room. 
2. When an adverb qualifies a predicate, 
use the hyphen; 
fact is well known; The 


3. When a noun is 
ordinarily do not use the hyphen; for example, 
table, Sunday School, coffee 
multiplication table, journeyman printer 


4. Do like the 


following: ever to be remembered, well laid 


do not for example, This 


plan is ill consid red 


used as an adj { tive, 


trade, 


supper 


not hyphenate phrases 


I 


out, long looked for, inside out, by and by 


attorney at law, the carrying ; , the tear- 


ing down, the building u 


i 


5. Hyphenate titles lil the following: 


Iperintendent 


ex-chancellor. 


0. Hyphenat 


ex-s ex-president, 


following 
governor-elect, attorney-general, lieutenant- 
colonel Vict 

admiral 


kinds ol 


it grandfathe r, 


7. Hyphenate th lowing 
words expressing kind: 


great-uncle, grand mother-in-law, 


father-in-law, foster-brot! tc. 


8. Do not hypher the following words 


designating points o compass: northeast, 
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northwest, southeast, southwest; north 


southwest ( 


northeast, west 


9 When 


hyphenate them iS, 


fractions are used as 


half day, 


adjectives 
one 
payment 

10. Hy 


twenty 


phi nate numbers 


hive, 


like the 


twenty-fifth 


follow 


ing lorty-nine 


lorty-first, ete 


11. Hyphenate most compounds of “half” 


half-dollar, 
half past, 


or “quarter’’; for example, half 
half-barrel, 


quarter-day, quarter-deck, et 


vs numbers 
pounded with the words “rate” and “hand” 


crown, 


Hyphenate ordinal com- 


for example, first-rate, second-rate, second 


hand, et 


> 


13. Hyphenate numerals of one syllable 


when compounded with words of various 


which 
two-handed, three-legged, five-story, 


four-footed, et 
14. 


ending with 


meaning, are self-explanatory; for 


example, 


Do not hyphenate compound nouns 
“man” or ‘“‘woman”’; for example, 
workman, needle 


woman, marketwoman, Frenchman, etc 


Englishman, oysterman, 


15. Do not hyphenate compounds ending 


“light, 
the 


with “boat,” 


“hook,” “drop,” 


“*house,”’ ‘“‘room, “side,”’ or “vard,” if 


first part ol the compound is of only 


syllable; for example, 


one 
handbook, 


dewdrop, sunlight, boathouse, bedroom, bed 


sailboat, 


side, farmyard 

If, however, the first part of the compound 
the 
hyphen; for example, canal-boat, water-drop, 


consists ot two or more syllables, use 


candle-light, dwelling-house, dressing-room, 
timber-yard. 
16. Do as a rule, hyphenate com- 


pounds ending with 


not, 
“work” 
needle wo! k, 
work, stonework 


for example, 


groundwork, brickwork, iron- 


17. Do not, generally speaking, hyphenate 


‘ 


compounds beginning with “school,” except 
when made with a participle (school-trained, 
school-bred):; for example, schoolboy, school- 
mate, schoolfellow: but school days, school 
distri t, se hool teac her, etc.. should be made 
separate words 

18. Hyphenate words compounded with 
‘fellow’; for example, fellow-student, fellow- 
worker, fellow-man 

19. 


the possessive case with other nouns, unless 


Hyphenate compounds of nouns in 


such nouns have become consolidated by 
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two-fifths 


half-witted, 
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d's-eye, crow’'s nest 


Whspeo] le, et 


usage; for example, bit 


jew's-harp; but, beeswax, 


20 Hyphenate compounds of i present 


participle with a noun or an adjective; for 


example, dining-table, composing-room, g 
looking, wind-obeving, 


bing house 
21. Hyphenate com 


adjective ~ 


ns wit 


expressing for exampk 


lemon-yellow, iron-gray, iron-red, silver-gra‘ 


emerald-green 
22. Hyphenate compounds of ‘“‘self’’ wit! 


most other words except pronouns: 
ample, 


self-explaining, self-made, 


pelled, etc. 
23. Do not hyph 
with “‘like,”’ 


rived from proper nami 


uunds ending 


unless such compounds are d 
unusual con 
hildlike, lifelike, 


like ut, business-like 


binations: for examplk 


womanlike, workmar 
miniature-like 


24. Do 


made from 


not hyphenat ympound words 


the prefixes “over,’’ ‘‘under, 


“after,”’ “out,’’ or “‘ with a noun o1 


an adjective of one syllable or with a verb 


for example, overabout overabundant 


underclothes, undertake, outlook, 
countermarch. 
Do 


pounds made with such 


25. not, as a 


prenxes 


“semi,” ‘“‘non,”’ ‘“‘sub, “inter,” 


‘intra,’ ‘‘extra,”’ et for example, semi 


colon, demitasse, nonplus, submarine, inter 


act, introduce, intramural, 
While the 
writer is largely 


Handbook of 


the entire 


extradite 


above rules lor 
inde pte d 


which th 
to “Bigelow 
Punctuation do not covert 
matter of correct hyphenation, it is 
that if observed they will 
most, if not all, ol t 
likely to a 
use of the hyphen in 
The Pace Stude nt 


believed settle 
he perplexing qué stions 


rise in connection with the correct 


writing 
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you have 


Ge Idea Exchange 


found a time- or effort-saving way-—or a unique 
of doing your work, tell the department about it briefly, succinctly 
idea may be of value to thousands of others 


printed will be entitled to a twelve months’ extension of their subscription 


Ye our 


Those whose suggestions are 








The Result is Better Work 


lo encourage reading and 
ake a sper ial educ ational 


hard 


mployees, m 


this offer are not 


\ny employee has been —_ the com 


ny six montl r more, and who has com 


‘ ted a course of study in any sx hool with a 


holarship record of 75 per cent, and an 


tendance record of 90 per cent, may receive 


fund from the company of all expense 


bers with the course of study. The 


ly stipulation is that the employee must 


bmit his application for refund to us before 


his class begins 


Such an may be obtained at 


y time from the employment department. 
On it the 


) the class he 


application 


» applicant gives full information as 
wishes to enter, the subject to 
his reasons for taking it up, and 
details. If the 


application, it ts 


e studied, 
ther general employment 
lepartment approves the 
led until the « mployee comple tes his course 
efund is made. 

make it 
women to read. 
book he 
com 
until 


writes 


itisfactorily; then the r 


In practically the same way we 


ofitable for our men and 


purchase for an employee any 
vants which has been approved by a 
the book remains our 


ittee; property 


the employee, having read it twice 


brief accepted synopsis of it. Then we 
resent it to the employee. 
It is difficult, of 
exact results we have gained from our educa- 
onal work; but I think we 
nclude, higher quality of work 


ur employees do, that 


course, to determine the 


may reasonably 
from the 
investment has 


“ . 
Charles R. 


our 


eturned us a good dividend 


.) 


Ye * 
Wrapping Newspapers and Magazines 
Mail which been tightly rolled and 
rapped is often very hard to open. When 
pamphlet, or magazine 


has 


send a newspaper, 


place a piece of ordinary strong 


studying among 


white @ William R. Foster, 


with one 
When this 


without 


thread the length of the wrapper 


end projecting about an a 


ope ned 


may 


mail is received it may be 


time or patience and save the 
cover from being badly torn tdna C. Bradt, 


» he nectad y , Neu } rR. 


loss of 


+ 


I would contrive 


secretary 
to talk with applicant 


for a secretarial position over the telephone 


In these days, when so 
done by 


telephone voice that expresses courtesy, 


before engaging her 


much business is telephone, the 
yi od 
worth con 


humor, and intelligent ‘ " is 


sidering.— S. G. 


Indicating the Dictator 
work it becomes 


many 


In the course of my 


necessary for me to originate letters 
which are signed by the general manager and 
in the lower 


It was neces- 


his initials are placed 


letter 


on which 
left-hand corner of the 
method to differentiate 
dictated by the 


originated by 


Sary to devise a 


between the letters actually 
manager and those 
and I finally 
letters which the general manager personally 
dictates | 
the 
letters which | 


under his, and | 


general 
myself, adopted this plan. On 
place my initials opposite his, as is 


usual custom in correspondence. On 
place my initials 
that this little 
scheme works out most satisfactorily 
Harry Wellington, Chicago, Ill. 


Mental Shorthand 
this little stunt? Movie 
part of the 
kept on the 
time on 


compose | 


have found 


Did you ever try 
descriptions of wl the next 
picture is to be are Grote = 
long that you 
I have been mentally writing them 
little 
have it 


screen so have your 
hands, so 
zest to see 


all done 


shorthand. This gives a 


if you are fast enough to 
before the the screen.— 


New York 


picture appears on 
East Row he sler, 
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\ VMan’s Chance 





“*Sorry, old man, but this work 
He wearily indicated a pile cf papers 
and pings, raw material for the 


uivertising 
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\ Man’s Chance—IlI 
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A Man’s Chance lil 





(To be continued) 
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| Che Shorthand Reporter- 


A Department of Assistance for Stenographers and Professional Shorthand Reporters 





Conducted by Frederick H. Gurtler, 69 W. Washington St., Chicago, Jil. 


The editor wants to make this a department of genuine help. If you have learned of a 
better way of performing your work, pass it on through the department. If you encoun 
ter difficult problems, submit them to the editor and gain the assistance of the wide circle 
of professional shorthand writers throughout the world. To Give means to Receive. 











The Law Stenographer 


UDGING from the number of inquiries vocabulary, and no matter how well you 
received at the office of the Gregg Writer might know the terms pertaining to a pet 
there is considerable interest in the sonal injury case it would not help very much 
ork of the law stenographer. A few obser- in writing correspondence or pleadings in a 
itions with reference to this class of work criminal case 
iy be helpful The rate of dictating in a law office is usually 
In the first place, it requires special ability slower than in a commercial office. The law 
» do law stenographic work. The nature of | yer weighs his words more carefully, to see 
e dictation differs from the dictation in a that there is only one meaning to the words 
mmercial office. Much of law dictation is used. A lawyer dictates opinions on matters 
eadings, abstracts of record, contracts, wills, of far-reaching importance, and he cannot 
nd so forth, and these require more ability take the chance of being mistaken simply 
write than commercial letters, because of | to turn out a quantity of work ina day. In 
e exact forms to be followed and the pe- a business office the particular words used 
iliar wording adopted Phe pec uliar sequence to convey an idea are not weighed SO « arefully, 
words used in legal documents is natural and the tendency is to dictate more rapidly 
nd easy to understand when you once get On the other hand, a lawyer who is keen and 
1e viewpoint of the lawyer, but most difficult alert may dictate pleadings very rapidly, 
» comprehend otherwise. Exact quotations because many of them are couched in more 
requently form a part of letters in a law’ or less stereotyped language. The law ste 
fice, a thing rather uncommon in acommer-  nographer has the advantage of learning the 
ial office. wording of such pleadings just as well as the 
[The variety of subjects handled in a law dictator, therefore this excess speed differs 
fice adds to the difficulty. If you work for 


in electrical concern, when you become ac 


from the high speed used in a commercial 
office, where form is avoided rather than 


iainted with the electrical terminology you followed 


ill be able to take almost any dictation in Some of the general advantages of being 
e office quite readily if you have the ability a law stenographer are worth considering 

write rapidly In a law office it is You have the opportunity to meet the clients 
liferent. To-day, or this week, you may be of your lawyer employer. If they are im 


rresponding about a case where someone pressed with your ability to handle clients 


s suffered a personal injury due to an auto or customers tactfully and pleasingly, or, it 
bile or railroad accident. Next week you may be, if they are impressed with your ac 


iy be writing letters pertaining to a breach curate transcripts neatly typewritten, they 
contract of one kind or another, say one may offer you a position in their offices. The 
ere a certain number of carloads of onions business of the clients of a successful lawyer 
ere to be delivered at a certain time and will vary so greatly that opportunities are 
ace, which for some reason or other were rather frequently presented to better your 
it delivered, or it may be a criminal case income or your working conditions 

even a divorce case. Each of the classes It is often the case that three or four law 
cases just referred to has its own peculiar yers will share office expenses and jointly 
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THE GR 


November Reporting Case 


(Will Case—Concluded ) 





PHI 


CRE 


two ste graphers to do the 


| lov one or 


tenographic work of the office. This method 


ives the lawyers money and makes the 


in money 


tenographer’s job more worth whil 


nd in opportunity to do a large quantity 


nd variety of work, thus increasing your 
kall and gene ral exp rit nce. 
offices the 


to take dictation 


In many law stenographer is 


given an opportunity rom 


iwyers in other offices or from business men 


ho may engage him to do public stenographic 


rk. This extra work means more money 
nd affords a new channel of acquaintance 
hich may mean a chance for advancement. 
A further attraction of stenographic work 
a law office is the opportunity which occurs 
times for taking depositions. It has al 
1ys seemed to me that taking depositions 


is a court reporter's work, but many times, 


here there is no contest or where there is 
» friction between the attorneys, it is possible 
ra law stenogray] her to take the deposition 


‘T his 


increasing a¢ 


nd make an acceptable transcript. 


rovides another means of 


laintance and income 
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On the is considerable satis 
hay 


faction in working in a busy 


whole, there 
lawyer's office. 
You can keep posted on what is going on in 
the community—the drawing of wills, the 
making or breaking of contracts, partnership 
agreements or dissolutions, the organization 


ot new corporations, neetings of boards of 


directors and stockholders of corporations, 
public meetings of various kinds, political 
activities, campaigns and elections, proceed 
ings in the various courts, city, county, state 
and federal, and many other activities closely 
related 


welfare of the community 


to the commercial, civic, and sor ial 


If you are employed by one or more busy 


attorneys in your community, there is always 
the possibility, if not the probability, that 
one or more of them will be elected judge of 
In that event, if you 
offered the 


position of official court reporter. If your 


one of the local courts 
have the capacity, you may be 
employer finds he has to dispense with your 
services while acting as judge, he will usually 
see to it that you get a position with the 
corporation counsel, state’s attorney, or dis- 
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attorney in community Here, 


new field for you which will keep 


trict your 
again, is a 
up your interest in your profession. 

here are certain forms to be observed in 
writing pleadings which cause a stenographer 
field considerable un 


a book 


lawyer himself refers, 


about to enter the law 


easiness. In every law office there is 
ot torms to which the 
will be glad to let you have in 


This 


should be 


and which he 


making transcripts. will show 
the 
pared, and relieve you of the embarrassment 


There are 


your 


you way the document pre 
you might otherwise experience. 
certain forms and conventions to be observed 
in writing a business letter. Because you have 
learned them in school, you think, as you go 
that there is 


a le tter. 


out to do stenographic work, 


nothing formal about the writing of 
You have that feeling simply because you are 
accustomed to writing letters and have been 
them The con 


ventions and forms to be observed in writing 


specially trained to write 


pleadings will be just as easy and just as 
logical to you when you once get the legal 
viewpoint. It should not alarm you or make 
you feel disqualified to enter law work be 
cause at the present time you do not know 
these forms 

It is difficult to state in a general way the 
salaries paid to law While 
the work of a lawyer will require a special 
grade of stenographic ability, his business 
will not always permit him to pay what it is 
corporations and commercial 


the case that the com 


stenographers 


worth. In 
houses it is generally 
pany has sufficient capital to properly com 
pensate those who render service for them. 
It is a fair assumption, however, that, for an 
equal quantity of work, the law stenographer 
will usually be paid more than the commercial 
stenographer. 

Becoming a law stenographer is one means, 
although often a slow one, of getting an ap 
official court reporter in 


If you have the ability to 


pointment as the 


your community. 
do law stenographic work, and if you are look- 
ing for an appointment as official court re 
porter, you may achieve your object more 
quickly through a connection with the local 
state’s attorney than through other means. 
rhe state's attorney is usually in politics, and 
may sooner or later be elected judge, or he 
may have sufficient influence with the judge 
who is elected to have you appointed. This 


is not working against the present official in 
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an unjust way, for, if you put vour light under 


a bushel for fear you will put somebody els 


out of a job, you probably will not get very 


far in the business world 


In a later article we may have something 


to say about other means of obtaining ap 
and 


pointments as an official court reporter, 
then I will want you to remember I suggested 
that stenographer is 


one way of attaining that objective. 


here becoming a law 


AX 


4 
i 2 


News of a Fellow Reporter 

Mr. Lesley Atchley, former Secretary of 
the Texas Shorthand Reporters’ Association, 
and for a number of years actively engaged 
in reporting work in Dallas, Texas, has moved 
to Los Angeles, California. Mrs. Atchley 
has not been well, but it is hoped that the 
Angeles will per 


Los 


salubrious climate of ! 
manently restore her to good health. 

Mr. Atchley’s career as a successful re 
porter is known to the readers of this depart 
that conditions 


ment. It is unfortunate 


necessitate his taking up an entirely new 


1 business again from 


field and building uy 
the beginning, but Mr. Atchley’s success in 
Dallas is certain to be duplicated in Cali 
fornia. Our good wishes go with our fellow 
reporter and Mrs. Atchley in their move to 
the new location. 


as, 
oe 


Key to Reporting Plate 
hereinabove mentioned, combining 
confederating and contriving with certain 
persons to your ofr itor unknown, to wrong 
and injure your orator in the premises, abso 
lutely refused to comply with your orator’s 
request, and pretends that it is not for the 
best interests to so terminate the trust estate 
at this time. Whereas, your orator charges 
the contrary of such pretenses to be the 
truth, and so it would appear the truste« 
should set forth a full and correct statement 
of all of the said trust property of which she 
is respectfully possessed 

Forasmuch therefore, as your orator is 
without remedy in the premises except in a 
court of equity, your orator prays that th 
said defendants, Annie Brown, Frank Brown 
Charles C. Brown, Walter Brown, Willian 
P. Brown, Grace Brown Duffie, and Anni 
Brown, trustee of the estate of Margaret 
H. Brown, deceased, all parties defendants 
to this bill, may be required to make full and 
direct answer to the same, but not to answer 
under oath, answer under oath being hereby 
waived, that the said trust estate created b 


estate 
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last l 


and testament 
1 be 


will 


decease: 


of Margaret H 
wn, terminated and declared 
ind void; that the said trustee be removed 
control of the said estate; that the inter- 
f your orator in the said estate be con 
ed to him by decree of this honorable 
rt hat the said Annie Brown, trustee, 

y be restrained by an injunction this 

court selling, assigning, en 
improving or in any manner 
of the said property until 

this honorable court; and 
may have other and 
her relief in the premises as equity may 
ire and to your honors shall seem meet 

May it please the court to grant a writ of 
mons in Chancery directed to the sheriff 
Cook County, him that he 
mon Annie Brown, 
ink Brown, Charles C. Brown, Walter 
William P. Brown, Grace Brown 

and Annie Brown, trustee of the es 
of Margaret Brown, deceased, to be 
ippear bef: court the Ist 
of the said tern to be held at the 

rt hou the ¢ of Chicago, County 


ol 
orable irom 
bering, 
sposing ol 
ther order of 
t your orator 


any 


suc h 


commanding 
the said defendants, 
wn, 


H 
the said 
thereof 
ity 


re on 


in 
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of Cook, aforesaid, then and there to answer 
this bill, etc. 

May it please the court to grant unto your 
orator the people's writ of injunction to be 
directed to the said Annie Brown, Trustee of 
the estate of said Margaret H. Brown, de- 
ceased, restraining her from selling, assigning, 
encumbering, improving, or in any manner 
disposing of the said property until the further 
order of this honorable court 


Solicitors for Complainant 


State of Illinois 
County of Cook 


ss 


Henry Brown, being first duly sworn on his 
oath, deposes and says that he has read the 
foregoing bill of complaint by him subscribed 
and knows the contents thereof, and that the 
same is true 


before this 


1917, 


Subscribed and sworn 


blank) day of (blank) A 


to 
D 


me 


Notary Public 


oOo 


The Girl Who Wrote by Sound 


ADVERTISED for 


To write from my dictation, 


a shorthand girl 


And, from the answers, picked a pear] 
Judged by her application). 
either Smith or Remington 
No other girl was “‘in it.” 
shorthand she had often done 
[wo hundred words a minute. 


e also wrote she was young and smart, 
\nd acquainted with business ways; 
dollars a week sh'd accept for a start, 

If I promised an early raise. 

ired this paragon “‘off the bat,”’ 

She » work to-day: 

pert young Miss in a picture hat, 


went t 


\nd a very engaging way. 


e had Pompadour hair and a Marcel wave, 
lan Cuban heel; 
fingers were freighted with 


pumps with a 


gems that 
gave 

Sparkles almost like real. 

tarted her off on a letter to Brown, 

I found she was slow, so I waited 

At last ‘twas all down, 

And this is what I dictated: 


r her to catch up. 


In re your wire of this date 
To buy Amalgamated, 

We counseled you before to wait 
Till we'd investigated 

When Copper shrinks a point or two, 
We'll fill the order duly 

If this does not seem wise to you, 
Advise, Yours very truly 


This done, she faded from the room 
Into her private lair, 

Leaving an odor of perfume 
Upon the desert air. 

An hour past by ere she returned, 
Brown's letter written out. 

And here it is. I never learned 
What it was all about 


Henry, you are out of date, 
Too bad and amble-gaited, 

We can’t sell you at forty-eight 
Till we've investigated 

W hen the copper drinks a pint or two 
We'll fall toward her, Dooley. 

If this design seems worse to you, 
Devise, Yours very truly. 
—William Hickox, 


ning Post. 


in the Saturday Eve- 
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Thrift is the True Secret of Success 
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Key to “The Pilgrims” 
For Shorthand Plate see Page 120) 











thers 


patricia ess, all ! ditary 


to preeminence ) inate no 
crowded into tl da and austere 


the Pilgrims well-endowed cler 


were on the alert t 


Statement of the Ownership, Management, 
Circulation, Ete. 


Required by the Act of Congress of August 24 


M 


WILDE 


1922.) 
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| Short Stories in Shorthand 


ee ee et oe 





The Ra sh Rider 


Hard to Explain 





Cymbals of Fear 


Re cords 


One Shy 


Not Popularity 


